
APPLICATION FOR RECORDS RETENTION SCHEDULE 

INSTRUCTIONS: See Publication No. 76-RM-! for instructions on completing this form. korward signed original to 
Department of Archives and History, Records Management Division, 330 Capitol Avenue, Atlanta, Georgia, 30334, 

OFFICE OF THE SECRETARY OF STATE 
DEPARTMENT OF ARCHIVES AND HISTOR' 

R E a R D S  MANAGEMENT DIVISION 

~~ 

Attention: Scheduling Section. 

Date Completed 
Division of Vocational Instruct ion 

I .~ 

!. Person to Contact Workina Title Teleohone Number .. ~ ~~ ~~ ~~~~ 

C u r t i s  Corbin, Jr .  State-Supervisor 65 6-4 0 7 7 

I .  Action Requested 
~ _~___ -~ ~ 

~~ - 
I _ ~  

a. Establish Retention Schedule; record will continue to accumulate. 
b. 
c. 0 Amend Application No. Checkone: 0 Change; 0 Supercede; 0 Void 

U Dispose of present accumulation; no further accumulation anticipated. 

5. Records Series Title (followed by title used in office; if different) 

A g r i c u l t u r e  E d u c a t i o n  Equipment L i s t i n g  F i l e s  IIT- .._ - - I____I .  ~ ~- ~ - 

1. Dates of Series 
!arliest Latest 

1975 I t o  date 
i. Division and Office Function What i s  the function of the Division and the Office in which this record series i s  created? 
The DivLsion of Vocational Instruct ion is  responsible fo r  developing policy re la t ing  to  
vocational instruct ion a t  the secondary and postsecondary level ;  par t ic ipat ing i n  the  
development of the S t a t e  Plan fo r  Vocational Education; developing vocational education 
program standards re la t ing  t o  instruct ional  areas;  providing consul ta t ive services  to 
local school systems involving a1 1 'phases of the instruct ional  process; par t ic ipa t ing  on 
evaluation of loc a1 scho ol systems'  vocational programs ; reviewing arch i  tec t u r  a1 plans 
f o r  local school systems'  voact'ional f a c i l i t i e s ;  reviewing request from local systems 
f o r  the purchase of equipment; reviewing vocational education ins t ruc t iona l  materials;  
reviewing preservice and in-service t ra ining programs; and supervising vocational student 
organizations a t  the s t a t e  leve l .  

1. Record Series Description 

Documents relating to: maintaining a list of recanmended equipment for  purchasenlocal school 
systems for  each curriculum area. 

This file contains the following documents (include form numbersand titles, if any): 
Attach samples of the file. 

by 

Includedare: l i s t ( s )  of recanmended equipment. 

by program area.  
File i s  arranged: 

- ._ 
B. Monthly Reference Rate 

One to six months old 

How often are records referredto which are: 

; Seven to twelve months old ; Thirteen to twenty-four months old 

twenty-five months and older ? 
9. Annual Rate of Accumulation of Records 

Letter-size drawers ; Legal-size drawers ; Shelves ; Other (specify) 

R-50-71. Rev. 76 (Ovnr) 



roper column) 

~~~ 

g term research value? 

The following requires the series to be kept: 

a. State Law d. Audit period -years. 
b. Statute of limitation ~ ~~~ years. e. Administrative need d y e a r s .  
c. Federal law f. Federal retention instructions -years. 

Attach copy or excert of laws or regulations. Explain administrative need. 
Updated every five (5) years by Committee of Teachers and Agrigculture specialists. 

_ _  - ~ ~~~~ - 
12. Approved Disposition Instructions This agency recommends that the file series be cut OK-* 

0 Calendar Year; 0 Fiscal Year; 0 Other =~ then, 

Hold in the current files area -- until new listing developed and 1 
0 Transfer to local holding area; hold - 
0 Transfer to State Records Center; hold . -year(s): then 
eS Destroy. 
0 Transfer to State Archives for permanent retention. 
0 Other (Specify) 

yearis); then 

t- 

*upon development of new equipment listing. 

graph 12 are approved. 
(If disapproved, attach letter 


